Yo Department of Veterans Affairs EEO COUNSELOR'S REPORT: COMPLAINT INTAKE

NOTE: Pleasereadinstructionson thereverseof this form beforeproceeding.
1. NAME OF COMPLAINANT 2. COMPLAINANT'S SERVICE OR DEPARTMENT

3. COMPLAINANT'S JOB TITLE AND GRADE 4. DATE OF INITIAL CONTACT 5. DATE FINAL INTERVIEW DUE

6. BASIS OF COMPLAINT (Checkoneor more,asappropriate)

D RACE (Specify: ) D SEX (SpecifyMale or Female: ) D HANDICAP (Specify: )
D COLOR (Specify: ) D NATIONAL ORIGIN (Specify: ) D REPRISAL FOR PRIOR EEO ACTIVITY
D RELIGION (Specify: ) D AGE (Specifydateof birth: )

7. ISSUE OF COMPLAINT

INSTRUCTIONS: Checkoneor moreissuesasappropriatewhich reflectsthe personnehctionor eventthe complainanis protesting. The complainanimustprovidea
date for each issue checked.

ISSUE DATE OCCURRED ISSUE DATE OCCURRED
I:l ADMONISHMENT I:l REASSIGNMENT
I:l ASSIGNMENT OF DUTIES I:l REINSTATEMENT
I:l AWARD I:l REPRIMAND
I:l CONVERSION TO FULL TIME I:l RETIREMENT
I:l DEMOTION I:l SEXUAL HARASSMENT
I:l DUTY HOURS I:l SUSPENSION
I:l EXAMINATION/TEST I:l TERMINATION/REMOVAL
I:l FAILURE TO HIRE I:l TIME AND ATTENDANCE
I:l FAILURE TO PROMOTE I:l TRAINING
I:l HARASSMENT I:l WORKING CONDITIONS
I:l PERFORMANCE APPRAISAL/PROFICIENCY REPORT I:l OTHER (Specify)

8. BACKGROUND INFORMATION (On a separate piece of paper, summarize the circumstances which led up to the event(s) in dispute. If the date of any event
was more than 45 calendar days before initial contact with you, also record the complainant’s explanation for his or her untimeliness.)

9. CORRECTIVE ACTION (Whatresolutionis the complainantseeking?)

10. RECOMMENDED INFORMATION GATHERING (List the namesof the people,documentsandrecordsthe complainantwantsyouto interviewor inspect)

11. IS THE COMPLAINANT REPRESENTED? 12. NAME AND ADDRESS OF REPRESENTATIVE

[ ves no

13. HAS COMPLAINANT FILED A UNION GRIEVANCE ABOUT THE ISSUE IN ITEM 7? 14. HAS THE COMPLAINANT FILED AN APPEAL WITH THE MSPB ABOUT THE ISSUE IN ITEM 7?
D YES I:l NO (If "YES,"attacha copy) D YES D NO (If "YES,"attacha copy)

15. TYPED NAME AND SIGNATURE OF EEO COUNSELOR 16. DATE
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INSTRUCTIONS

This form mustbe completedduring, or at the conclusionof, everyinitial interview with every complainant. Shouldthe complainnot be resolved,and
shouldthe complainanffile a formal complaint,this form will becomethefirst pageof your EEO Counselor'sreport(alsoseeVA Form0211). Theform
is largely self-explanatoryput thereareseveralitemswhich shouldbe noted. In Item 5, insertthat datewhich is 30 calendamdaysafterthe datein Item 4.
In Item 6, if the complainantallegesHandicapdiscrimination, you should ask the complainantto explain the nature of his or her handicap. If the
complainantallegesreprisal discrimination, you should ask the complainantto identify the prior EEO activity in which he or sheengagedand upon
which this allegation is based.

In Item 7, most issues which are raised in complaints are listed. The following definitions apply:

Admonishment: Theleastseverdorm of discipline. It is awritten documenenterednto one’sOfficial PersonneFolder(OPF).
Assignmentof Duties: Tasksassignedy managemertb anemployeegitheron aone-timebasis,or on arecurringbasis.
Award: Written recognitionby managemenhtendedio rewardperformance.lt mayor maynot havea cashcomponent.
Conversionto Full Time: Changgrom part-timeemploymento full-time employment.

Demotion: Changeo lower gradeand/orpay.

Duty Hours: Time duringwhich anemployeds requiredto be onduty. The categoryencompassesursof duty andshift work.
Examination/Test: A written questionnairewherethe answersarescoredandthe scoreis usedin makingemploymentecisions.
Failure to Hire: Failureto hire anindividual notalreadya VA employee.

Failure to Promote: Failureto advancea VA employedrom onegradeor rateof payto a highergradeor rateof pay.
Harassment: Repeatedctsintendedo irritate or torment.

Performance Appraisal/Proficiency Report: Management'sassessmeraf an employee’sperformanceor proficiency. The categoryencompasses
appraisals for promotion and special proficiencies, as well as annual appraisals.

Reassignment: A changefrom one position to anothereither within a particularorganizationalcomponentor betweenorganizationalcomponents.
Changes do not involve change in grade or pay but may involve change in geographic location.

Reinstatement: Placemenbf aformerFederakemployean a VA position. A returnto Federakemployment.

Reprimand: A form of disciplinary action. It is also a written documentplacedin one’s OPF but usually for a longer period of time than an
Admonishment.

Retirement: Changefrom activeduty to annuitantstatus. The categoryincludesdisability andallegedforcedretirement.

SexualHarassment: Unwelcomesexualadvancesiequestsor sexualfavors,andotherverbalor physicalconductof a sexualnaturewhen:

(1) submissiorto it is a conditionof employment)2) submissiorto or rejectionof it is a basisfor employmentecisions;and(3) the conductinterferes
with work performance or creates an intimidating, hostile, or offensive work environment.

Suspension: A form of disciplinaryaction. It involvesanunpaidabsencendbecomes permanenpartof one’sOPF.

Termination/Removal: Terminationof theemploymentelationship eitherof a probationaryor nonprobationargmployee.

Time and Attendance: All leavemattersfall into this category. It includestardinessAWOL, andall requestdor leave.

Training: Any form of instruction,including on-the-jobtraining,aswell asformal classroontraining.

Working Conditions: Thephysicalconditionsat work to which anemployeds subjectedasdistinguishedrom harassment).

Other: Any matterwhich doesnotfit in oneof theabovecategories.Note: almostall issuedit in the abovecategories.

Date(s) MUST be provided for each act or event in dispute. If any date is more than 45 calendar days before the date of initial contact (as pef Item
4), you must ask the complainantto explain why he or she waited more than 45 calendardaysto contactyou. You should also explainto the
complainanthattime limits may be waivedundercertaincircumstanceshut thatthey cannotbe waivedunlessthe complainanexplainswhy he or she
was untimely. Record his or her explanation on a separate piece of paper and attach it to this report.

Item 8 requiresa BRIEF summaryof the circumstanceteadingup to the eventin dispute. Recordthe summaryon a separat@ieceof paperandattach
it to thisreport. If thereis alsoan explanatiorof untimelinesgo record,asexplainedn the precedingparagraphboth shouldordinarily fit on onepiece
of paper,if typed. Item 10 shouldlist the complainant'secommendationsThis doesnot mean,however thatyou are obligatedto interview everyone
or to inspectevery documentor recordrecommended EEO Counselorsare expectedo usetheir judgment,keepingin mind that an investigationis
available to the complainant at the next stage of the complain process. In ltems 13 and 14, if the complainant responds "YES,"

please ask for a copy of the union grievance or the MSPB appeal from the complainant or from the Personnel Office and attach it to this repoff.

The complainants not requiredto sign this form. However,you shouldgo overit with him or herto insureaccuracyand provide him or herwith a
copy, if requested.

PRIVACY ACT STATEMENT

Collection of the information on this form is authorizedand/orrequiredby the regulationsof the U.S. Equal EmploymentOpportunity Commission
(EEOC),at29 CFR 1614,andby VA, in VA Directive 5977. VA will usetheinformationcollectedin anattemptto informally resolveanindividual's
allegationsof discriminationand, should a formal complaintof discriminationbe filed, to provide the requiredEEO Counselor’'sreport. Shoulda
formal complaint be filed, this form may be shown to all interested parties, including the individual(s) allegedly responsible for the event(s) in qispute.

Notwithstandingthe above,unlessthe complainantaffirmatively waivesanonymity(i.e., authorizesghe EEO Counselorto disclosehis or her namein
the courseof the EEO Counselor’'sinquiries), the EEO Counselomwill not releasethis form to anyoneuntil a formal complaintof discriminationhas
been filed.
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